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Introduction

Purpose

This guide is designed to provide departments using the MyFleet web application from State
Fleet Management with the information needed to transition to the replacement application
called MyCARS.

For Additional Assistance
For additional information, visit the State Fleet Management web site at
http://www.colorado.qgov/dpa/dcs/fleet/index.htm.

If you experience technical problems with this installation please contact Alla Babayeva or Scot
Mincey.

Email: alla.babayeva@state.co.us or
scot.mincey@state.co.us

Or

Call Alla at (303) 764-7850 or
Scot at (303) 764-7854
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Requirements and Installation

MyCARS Requirements

There are two main requirements for a current CARS user to access MyCARS. One is to
use Microsoft Internet Explorer 6 (or above) with a special plug-in installed. The other is
a password for their MyCARS account, which is requested via a link from the MyCARS
web site.

When the deployment team from the Department of Personnel & Administration is preparing to convert an
agency’s users from MyFleet to MyCARS they will set up MyCARS accounts for that agency’s users. When the
accounts are ready the deployment team will notify the agency’s fleet coordinator.

At that point the users will need to install the plug-in for Internet Explorer, go to the MyCARS web site and click on

a link to request that their password be sent to them. Once their password is sent back the user will be able to sign
in and use the MyCARS application.

MyCARS Installation

MyCARS, like MyFleet, is a web application. The web address is:

https://mycars.state.co.us/mycars/appeon.htm

Please note the ‘s’ in the https part of the address. The ‘s’ is because MyCARS uses the security protocol SSL on
all its pages.

The MyCARS web application uses software from the Appeon Corporation. There are two particular software
requirements to be able to use the MyCARS application on the web.

1. The application needs to be accessed with Microsoft’s Internet Explorer version 6 or above.

2. The application requires a browser ‘plug-in’ called the ‘Appeon Xcelerator’ to be installed. It also uses
requires several ActiveX controls. These can be installed by directing the browser at the MyCARS web
site. This is a one time activity. Once you have these installed, you will not need to do these steps again.

The installation process may require a various number of steps depending on your security settings.

Please note: The user installing the plug-in must have administrator rights on the computer.
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Steps to Install:

1.

2.

Access the Internet using Internet Explorer.

Go to the web address:
https://mycars.state.co.us/mycars/appeon.htm

Tip: Be sure to include the "s

in https

When you first link to MyCARS with Internet Explorer the MyCARS site will attempt to load the plug-in. If it
cannot, you will receive an error page with several options.

You may choose one of several options for installing the plug-in as you will notice from the error page;
however we suggest that if they are presented, following the prompts from the information bar and the
dialog boxes is the easiest. The others options are to adjust the security settings for IE (which then need
to be set back) or manually downloading and installing the Xcelerator package. The instructions and
screen shots that follow show the option of following the information bar and dialog box prompts.

Follow the instructions in the information bar and dialog boxes as needed to install ActiveX add-ons
labeled ‘Appeon Web Library’ and ‘WebLibrary Module’ from Appeon as in the example below. Note: If
your security settings cause Internet Explorer to prompt you through installing an ActiveX control
from the ‘Appeon Web Library’, it will do it twice because it actually loads 2 add-ons from that
library.

/= Appeon Web Library - Windows Inte - AEE|
— =
@ i T |g https: [fmwecars. state.co.us/mycars/application. htm j % *2 || X | |Googe Fuiis
J File  Edit ‘Wiew Favorites Tools  Help
o e {_J ppeon Web Library i i J 0~ B - om0 v hPage v (0 Todks - >
';_i‘ This wehsite wants tainstall the follawing add-on: ‘dppeon Web Library' from 'Appeon Corporation’. IF you trust the website and the add-on and want tainstall it, dick here. .. x
Information Bar x|
Did you notice the Information Bar?
L
3 The Information Bar alerts you to security-related conditions
[for example. if & potentially unsafe file or pop-up was just
blacked). If & webpage does nat display properly, look for the
Information Bar at the top of the page and click it.
[~ Don't show this message again
Lean about the Information Bar
| &1 Waiting For https:/jmycars state.co.us{appennfweblibrary_ax/supportjettorinfo, itm... [ ] ’_,_’_,_,_mlg Internet ‘ TA00% v g
ii‘StartI B & B U Microsaft S... | [ 4 Microsef... v| ] OPA Active ... | (=) Computer M. ”54 Interne... = Microsoft Ex.‘.I & Downloads @ | Z el 2142 PM
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/2 Cannot find Appeon Xcelerator plug-in - Windows Internet Explorer ETES|
@;: - |g https: [imycars. stake.co.us/appeonfweblibrary_ax/supportferrarinfo. htm j| E ‘ 2% Google Fuiis

JF\Ie Edit “iew Favorites Tools  Help

| % -

'ﬁ‘ The previous site might require the Following add-on: ‘appeon Web Library' from 'Appeon Carporation’, Click here tainstall. ..

o e & Cannat find Appeon Xcelerator plug-in | | J 0~ B - om0 v hPage v (0 Todks - >

x

':' Appeon Xcelerator plug-in cannot be loaded

The Appeon Xcelerator plug-in cannot be loaded. This may be caused by improper security
settings, login user permission unassigned or third-party software conflict. Try the
corresponding solution and run this Web application again.

Cause A: The security level of IE is set too high.

Solution 1: Click the Tools menu | Internet Options | Security tab. Select the appropriate
Web content zone. Click the Custom Level... button. Enable the following settings:

A. Download signed ActiveX controls
B. Run ActiveX controls and plug-Ins
C. Script Activex controls marked safe for scripting
D. Active scripting
Solution 2: Manually Download Appeon Xcelerator package here and install it.

Cause B: The login user on this machine does not have proper rights.

Solution: Ask your administrator to assign the current login user to the Administrators group,
so that it can successfully download and register the Xcelerator plug-in.

Cause C: Third-party software blocks the ActiveX control.
Solution 1: Disable the third-party software that blocks the ActiveX control.

Solution 2: Manually Download Appeon Xcelerator package here and install it.

N

(4 Done T T T T [@meme
iﬁstartl B & » U Microsoft 5... | [E] 4 Microsof .. v| ] Document1 ... | (=) Computer M. ”@4 Interne..

Microsoft Ex. .. I & Downloads @

(=
EYE

2 e B 243

nnot find Appeon Xcelerator plug: Windows Internet Explorer = 5'
@;: + [ hitps:fimycars.stete. co.usjappeonjueblbrary_ax/supportierrorinfo. itm = & [[##] x| [eouge pl-

JF\Ie Edit “iew Favarites Tools Help

& -

i:f ﬁﬁf @Cannot find Appeon Xeeleratar plug-in J @ T EE Ha

Install ActiveX Control
tWhat's the Risk?

?' Appeon Xcelerator plu(  maresinformation loaded

.

The Appeon Xcelerator plug-in cannot be loaded. This may be caused by improper security
settings, login user permission unassigned or third-party software conflict. Try the
corresponding solution and run this Web application again.

Cause A: The security level of IE is set too high.

Solution 1: Click the Tools menu | Internet Options | Security tab. Select the appropriate
Web content zone. Click the Custom Level... button. Enable the following settings:

A. Download signed ActiveX controls

B. Run ActiveX controls and plug-Ins

C. Script ActiveX controls marked safe for scripting
D. Active scripting

Solution 2: Manually Download Appeon Xcelerator package here and install it.
Cause B: The login user on this machine does not have proper rights.

Solution: Ask your administrator to assign the current login user to the Administrators group,
so that it can successfully download and register the Xcelerator plug-in.

Cause C: Third-party software blocks the ActiveX control.
Solution 1: Disable the third-party software that blocks the ActiveX control.

Solution 2: Manually Download Appeon Xcelerator package here and install it.

b Page - .{_‘J- Tools =

=l

T [@ikermet
K] 4 Microsof .. -| ] Document1 .. | (=) Computer ... ||@4 Interne... ~

]
::ﬁstartl E @B » L Micosoft 5.

Microsoft Ex.‘.l & bownloads @| T |« B 23w

[®iowe ~
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/= Appeon Web Library - Windows Internet Explorer

—|=] x|
@;}v |g https: /frvycars. state.co.us/mycars/ application. htm j| ﬂ *2 | X | |soogl 2 5%

JF\Ie Edit Yiew Favorites Tools  Help

o e { ) Appeon Weh Library | |

Jﬁ-mv@v\ﬁ-Pagev@Tools' >

Internet Explorer - Security Warning ]

Do you want to install this software?

Name: Appeon Web Library

Fublisher:

: Appeon Corporation

¥ |More options Install | Don't Install I

Wihile: Files From the: Internet can be useful, this file bype can potentialy harm
wour computer, Only install software Fram publishers you trust, What's the risk?

"Waiting For https:/fmvycars, state. co.usfmycarsjapplication.hkm. ..

djstartl B & B U Microsaft S...

(e [ [ [ [ [F@ memet ESTENY

[ 4 Microsef... v| ] Document1 ... | (=) Computer M. @ 4 Interne... Microsoft Ex... | (& Downloads

2 e B 243

Here is an example of being prompted a second time to load an add-on from the ‘Appeon Web Library

This is to be expected because it loads 2 add-ons from that library. Follow the same steps the second time
through. Then continue with the next steps.

¢/~ Appeon Download Center - Windows Internet Explorer

NEIET
@E:v [&] hitps:jimycars state.co.us{mycarsy =l & |##] x| ook pl-

JF\Ie Edit “iew Fawvorites Tools  Help

i:f ﬁ M_)Appeon Dawnload Center

| - B - & pme - Grodk - 7
'@_‘ This website wants toinstall the following add-on: ‘appeon Web Library' from 'Appeon Corporation’, IF you trust the website and the add-on and want to install it, click here

x

Bl
Appeon Web Application

Information Bar

Did you notice the Information Bar?
The Infarmation Bar alerts pou to security-related conditions
[for exarnple, it @ potentially unsafe file or pop-up was just

blacked). If 2 webpage doss nat display propery, look for the
Infarmation Bar at the top of the page and click it

x|

[~ Don't show this message again

Lean about the Infarmation Bar

Appeon

(g ‘Waiting For https:/fmycars state.co.us/appeonweblibrary_ax/supportjerrarinfa, htm. . |—

]
sttartl (EN"] > s Microsoft 5...

T T T T [SE[@mermet [ -

K5] 4 Microsof... | 9] Document1 . | (=) Computer M., ||§4 Interne... ~ [28] Microsoft Ex.. I & bownloads EI| T |« =) z4dpm
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This is the prompt to download the Appeon Xcelerator plug-in itself.

,f_'; Appeon Download Center - Windows Internet Explorer

INT-TES]

=4 ™ |&] https:/fmycars.state.co.us/mycars] it g 3| X Gongle:
bt

JFlIe Edit  ¥iew Favorites Tools  Help

| & -

¢ ¢ @ appeon Download Center | |

Jﬁ"v@'jlﬂagav@mnlsv >

Appeon Web Application

r Mod
@ FAun Now For high speed network. The application runs immediately and
files are downlaaded anly when needed. Recommended far
broadband cannection, such s #DEL.
G Rinslier Fiot o spsed nstvwork 41 fles will b downioadisd befors the

application uns. Recommended for nanowband connecion,
such as modem or ISDM.

Appeon

|

Dane | | |

| [ mkermet
distart| [ & » U5 Microsoft §.. | ] 4 MicroscF... «

[ /
Documertt ... | ) computer ... |[ 8 4 Interne... Microsoft Ex... | (@) Dowrloads ] | S |« 2i45mm

[®ome -

You may also be prompted to run additional Active-X controls, this time labeled ‘Weblibrary Module’.

/= Bppeon Web Library

indows Internet Explorer

=181 x|

@;: || hitps: imycars state.co.us/mycarsjappiication.htm

= & [[##] x| [eouge

JF\Ie Edit “iew Fawvorites Tools  Help

J 5

ﬁ Erd '_) Appeon Web Library

Information Bar x|

Did you notice the Information Bar?
E The Infarmation Bar alerts pou to security-related conditions
[for exarnple, it @ potentially unsafe file or pop-up was just

blacked). If 2 webpage doss nat display propery, look for the
Infarmation Bar at the top of the page and click it

2]

[~ Don't show this message again

Lean about the Infarmation Bar

[ & - B - & - L peoe - @k - 7
'@_‘ This website wanks to run the following add-on: “Weblibrary Module' from 'Appeon Corporation {unverified publisher)', IF you trust the website and the add-on and want to allow it ko run, click here.., x

(& Error on page. [ |

I O B ) =
Q,»startl (EN"] > s Microsoft 5...

[5] 4 Microsof. .. -| ] Document1 .. | (=) Computer M. ||@4 Interne... - [3] Microsoft Ex.‘.l & bownloads @) | Z |« B zasem

[®iow ~

Installation Guide for MyCARS

Page 6



/= Appeon Web Library - Windows Internet Explorer

NEES|
S , bl 3¢ b
@T:f - |g, https: [fmwecars. state.co.us/mycars/application. htm j ﬂ __?. X Google p_._ |

JF\Ie Edit Yiew Favorites Tools  Help

| & -
o e & appean Web Library

[ 5~ 6 - @ rrege - @Took +
f@‘ This wehsite wants ta run the follawing add-an: “Weblibrary Madule' from "Appeon Carparation (unverified publisher)'. IF you trust the website and the add-on and want to allow it ko run, click here... x

Internet Explorer - Security Warning 5[

Do you want to run this ActiveX control?

Marne: \Weblibrary Madule

Publisher: Appeon Corporation (unwerified publisher)

Run I Don't Run I

i % This Activex control was previousk: added ta your computer when you installed
another program, or when Windows was installed, You should only run it if you
trust the publisher and the website requesting it. What's the risk?

@ Done
l}ﬁstartl B & B U Microsaft S...

’—,—’_I_I_I_|° Internet [Raw - 4

4 Microsof ., v| @ Documentl ... | g Computer M., ”@4 Interne... ~ Microsoft Ex.‘.I @ Dowinloads @ | 2 e ; 2146 PM

6. The last step is to run the Appeon Xcelerator plug-in. Depending on your security settings, you may see a
prompt like this:

Appeon Web Library - Windows Internet Explorer

=] x|
G\E}v |&] hitps: ffmycars state. co.us mycarsjpplcation.him 8 | 4| x| [cooge Pl

JF\Ie Edit “iew Fawvorites Tools  Help

| & -
i o (& nppeon Web Library | |

Jﬁ"@'gpage'@huls' >

Permission Requested 5[

Thizs ‘Web application uses the Appean
=eelerator plug-in.

*r'ou should run this application only if you trust
hitps: #/mpcars. state. co.us/

Do you tiust hitps: //mycars. state. co.usé?

Yes No |

Dane

dﬁstartl B8 » s Microsoft 5.

T T T T T @ et ESEY

[5] 4 Microsof. .. -| ] Document1 .. | (=) Computer ... ||@4 Interne... - [3] Microsoft Ex.‘.l & bownloads @) | T |« B zaspm
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7. Click yes to allow the use of the Appeon Xcelerator plug-in. The end result will be that you are presented
with the MyCARS log in page.

/2 CARS World[CARS Server: CARS_Accept] - Windows Internet Explorer 151
{;v\j v [&] hetossgimycars.state.co usimycarsjzpplication. e 28 [[4 ][] [uive search [2]]
File Edit ‘Yew Favorites Tools  Help & -
U§ 4 @ CARS WorldDARS Server: CARS_Accept] | | - E) - s - [2hPage - (G Took +
B _[8]x]|
_ A
Login
Usemame: | Password Maintenance
Password: I Request a MyCARS password
ar reset your current
Login passward
Entar
© St jorado
a & | i EB orai
= A
o] =
L Stat
© sTaTe FLEET
0 MANAGEMENT

-

[Ready

| ’—,_’_,_,_,_“nternet [H 00 -

8. Congratulations and welcome to MyCARS!

9. The first time you arrive at MyCARS, click on the Password Maintenance link to request your MyCARS
password. It will be e-mailed to you.

10. Your CARS username and new MyCARS specific password will apply for MyCARS. For information on

usingg MyCARS, please refer to the State Fleet Management web site at
http://www.colorado.gov/dpa/dcs/fleet/index.htm
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